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REPORT OF OPERATIONS

TO : Chief, General Services N
FROM : Chief, Records Management & Distribution Branch
SUBJECT: Weekly Report of Operations for the period ending
11 June 1953
A. Personnel On Duty Vacancies In Process
Office of Chief 0 1 25X1
Reds. Mgt. Section 2 12
Rcds. Center Section 2 2
Mail Control Section 1 43
: 5 5
1. No. on leave three days or more:
Records Mgt. Section- O
Mail Control Section- 4
Records Center Sec.- 1 S
2. No. on speciasl detail out of office 2 . How long?

Records Mgt. Section- 1
Records Center Section- O
Mail Control Section- 1

3. Where: One iecoris Aralyst to Jackson Commission,
One man in Trangnortition Divislon as full tire courier,

4. No. pending resignation, transfer and/or reassignment:
Records Management Section- O

Records Center -0
Mail Control 15
5. Specific cases on item 4 not in previous reports. -
6. New applicants interviewed 1 . Recruited by Personnel___ik___.
Recruited by this office__ = ___ .
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Administration and Problemas

A W&%« At the request of the Regulations
ontrol Staff, approximately 2} cu, £, of records material wae
transferred to the Records Center, This appears to be the same
material which we proposed to transfer to the Records Center
at the time of the survey in Organization and Methods Services,
At that time, the persons in charge of the file felt that the
material was needed in the office, ‘

This Agency maintains the original coples of certain reeords for
the General Accounting Office, In order to schedule the die=
position of these records, s letter has been addressed to the
Comptroller General requesting the retention period established
for such records by that Office, '

i

A condensed version of the talk given by| |at the
recent Training Program has been forusrded to| for
review, Upon her approval, it is proposed to issue it in a
Training Fulletin,

[ of the Office of Tralning has informally requested
advice regarding their plans for the teaching of the proposed
Agency Filing Manuval, We have indicated that the plans should
inelude teaching of the s:stem to both new employees and old
employees taking refresher courses, She was told, however,

that final approval of the Manmual i1s atill pending,

‘Purther meetings with the Ares Records Officers have been poste
poned until issuenee of the second Bulletin, outlining instruc-
tions for inventorying, The delivery date for this Bulletin ia
=7 June,

A request for twelve (12) each of the 21" and 4" desk lock boxes
is being processed, These boxes will be distributed to get
comments of users prior to placing any larger order, The prices
quoted for the boxes on this initial order are $15,00 for the
2} boxes and $18,00 for the 4" boxes, Price quotations for
quantity purchases will be given by the manufacturer after they
have gEined e¥nerience in making the boxes for the first order,

The survey of the Index Branch in the Contact Division of 00 has
teen completed. The analysts are nov working in the Oifice of
the Deputy for Collection,

All Aream Records Officers have been contacted and supplied pads
of the new Vital Materials Transfer Slips, Work was started this
week on microfilming for Vital storage of the five (5) quarterly

- projects in the Office of Personnel, [ ] Area Records

fficer for OCD, visited the Repository this week, He is presently
conducting a study of the Vital Materials Progranm wﬁ.thm&g@m

A revised liati g ﬁgm Materials within OCD 1% He supplied
this %*‘fici@zﬁmn& M 3tudy has been completed,
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25X1 " Records Center | of the Printing end Reproduction
' ' Pivision has brought to our attention a mew type of paper ‘
. for use with the 0zalid machine, Our experience indicates that
use of the new paper will permit a higher production speed,

Mall Contyol Section - On Friday, 5 Jume, this office wmntacted
@ follwing bullding evacuation officers in regard to the exe
tent ‘of coverage which is afforded the courier and messenger
posts locsmed in their respective buildingss

25X1 | O |- 1% Building
25X1 7] | stated that: the courier post (1&05-1)
7 is ineluded in their emmsxticn plan,

25X1 | |.... Quarters I
Coo L lstated that the messenger post was not ine
25X1 ) , cluded in their current plan but that this would be
S accomplished imediateb. '

- 25X1 /N ke South Building:
25X 1 ] stated that [ Jof ONE was the 25X1
i designated 1lst floor evecuation officer, He assured
R this office that the messenger post in South Bullding
_ // would be covered in their evacuation plan,

an I‘riday, 5 June,| | Tew 25X1

|
questea that begimnming Monday, § June, this office direct all mail
; for | |

amd daliver it on the mgu‘haxly aeheﬂuleé TUns,

25X1

/// o On Saturﬁw, 6 June, the madmy a.t the front of "' Building bew
7 ;’iemm a ongw-vay thoroughfare, This has coused o considerable delay
‘in the delivery of Agency mail and the Space, Maintenance and
L : | Pagilities Division has been requested to see i1f the roadway in

g : back of the Motor Pool and Buﬂd:ing "117 ean be opened for the
P madl Lrua?\;a\\.

. .4

25X1 i On Tuesday,, 9 June, I:Jrfaqueam«:i & pickup of mail each day
| from the Fianconia Post OZf ce, - ‘The Post 0ffice is located anproxi-

j z mately [ ] This pickup 25X1
25X1 s imorpeﬂateu on | | afternoon run to Franconia,

Trips to ncI and IDI Homes - to Mr, Wisner's home 6/7/53 - left
" Puilding at 10345 A.M, and ree
-’ turned at 1345 P, N,

P

v,‘ g ‘ X‘ a §e‘cumy lnfcm-aa fam
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APPENDIX B | wbek ending 11 June 1983

Averase VWeek

This leek lst 6 Monthg

1. Microfilming : v
Images Filmed - Rotarv Cansra 10,762 21,300
Flat-bed: Camera _ 12,082 13,000

2, Records Centsr ~ (all figurss in cuble feet)
Records reeceived for processing
and storage ' 83

Reference to record material 145 220
Records Material destroyed ' - -

3, Sumlemental Distrilution Center

a, ¥Nes material for stock:

Information Reports : 528 549
Intelligence Reports 30 ' 63
b. - Supplemental Distribution:
Information Reports 601 229
Intellipence Reporis 350 160
Notices 13 54
Regulations 18 145
Others . - 5
¢, Initisl Distributions |
Notices 2 3.8
Regulations , 3 _ 1.8
Others - ) o3
4. Mail Activities
a, Post Office Mail
Incoming ' 5,497 54150
Outgoing o 65374 64550
b, Postage expended $ 695,07 $ 715,00
c. Scheduled courier trins 239 240
d., Special courder trips ' 40 33.4
e, Inter-. pency mail by courier :
Incoming - 900 Ti0
Outgoing 1,429 : 1,275
f. Personnel actions:
Reeruitmente 1 -
Smaarationa ‘, - -
“ G g i AL

LY
U

g. gﬂ% ocol Vehicles )
ﬂbggi ble -
Available lut delayed CONF'DENTIAL

Not availalile 2
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